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Generate Benefits Reports

Report Transaction
Eligible Employee Report HRBENO0O71
Change in Eligibility Report HRBENO0079
Changes in Benefit Elections Report HRBENOOQ77
Participation Report HRBENO0Q72
Verification of Dependent Coverage Report ZDEP
Health Plan Cost Report HRBENO0073
Insurance Plan Cost Report HRBENO0Q074
Participation Monitor Report HRBENO0O0O3
APERS Not Eligible Report ZDRP
Deduction/Arrears Report ZPYUSRO0003
Time Evaluation Message Display Report PT_ERLOO
Headcount Changes Report S_L9C_94000095
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Report Tree
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[ [ claims (asia)
= 3 Info System
< 3 Reports
= 3 Patticipation
@ HRBEMNOOT1 - Eligible Employees
) HRBEMDN? 2 - Participation
() HRBENDO7T - Changes in Benefits Elections
@ HRBEMNOOT7E - Change of Elibility Status
@ HRBEMO0E3Z - Changes in General Benefits Information
= |3 Casts and Contributions
) HRBEMNON7 3 - Health Plan Costs
) HRBEMDO7 4 - Insurance Plan Gosts
() HRBENDO7G - Savings Plan Contributions
) HRBEMNOO7E - FS& Contributions
) HRBEMONEE - Stock Purchase Plan Contributions
() HRBENDOSS - Casts/Cantributions far Miscellaneous Plans
@ HRBEMOOTE - Yesting Percentages
) HRBEMDOBE - Contribution Limit Check
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Report Tree

The Report Tree organizes the reports available in the Benefits
Administration infosystem in a structured format.

There can be different report trees for different areas, like
logistics and the nodes of each report tree can offer different
reports.

The reporting functionality allows you to perform the following
activities:

«Start reports online and in the background
«Save report output as lists or send items via email
*Select a report variant
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There are various ways to
access Benefit Reports in the
system such as:

Menu path: Human Resources
> Personnel Management >
Benefits > Info System >
Reports

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Benefits Reporting Tree

HRBEN — Benefits Administration

% {4 Reports

< {3 Participation
) HRBENDOT1 - Eligible Emplayees
@ HRBEMOOY?Z - Participation
@ HRBEMOOTT - Changes in Benefits Elections
) HRBEND7S - Change of Elibility Status
@ HRBEM0083 - Changes in General Benefits Information
2 {3 Costs and Contributions
@ HRBEMO0T - Health Flan Costs
£ HRBEMOO74 - Insurance Plan Costs
@ HRBEMOOT4 - Savings Plan Contributions
) HRBEND78 - FSA Contributions
) HRBENDOSE - Stock Purchase Plan Contributions
@ HRBEM0084 - Costs/Contributions for Miscellaneous Plang
@ HRBEMO0TE - Yesting Percentages
@ HRBEMO0SE - Contribution Limit Check
< (3 Statistics
E{?J HRBEMQOOS1 - Employee Demoaraphics
@ HRBEMO03T - Benefit Election Analysis

) HRBEN08Y - Entollment Statistics
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Report Tree

In the AASIS System, there are a number of report trees, and
the nodes of each report tree can offer any number of reports

and pre-generated lists.

Example Reports

The following are a few of the Benefits reports that are available

from the Report Tree:

*Eligible Employees
*Changes in Eligibility

*Changes in Benefits Elections

*Participation
*Health Plan Costs
*Insurance Plan Costs
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Demonstration
- Eligible Employee Report

Human Resources > Personnel Management >
Benefits >Info System > Reports>
Participation > Eligible Employees

(HRBENO0O071)

A
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Note: The roles that have authorization to generate this report
are:

» CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist
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Eligible Employee Report

HREENOO7 Bl @ SHEB N0 BEE @0
SAP Easy Acce AASIS MENU

B[] )| & (N~ [

= {3 Benefits
2 HREENDOO1 - EMNIment
£ HREENOO1 4 - TermWgtion
3 HREEN0DO3 - ParticinaWgn Monitor
2 HRBENDO04 - Insurability
2 HREENDOOE - Participation ONgrview:
[ 1 Group Processing
B [ Forms
I 3 Administration
B [ Flexible Spending Accounts
b [ Retirement Plans
> [ coBRA
B [0 claims (asia)
<2 ‘4 Info System

= 4 Reports

= {33 Participation

1. Follow the menu path or enter
S e HRBENO0071 in the command field;
2 HRBENOD77 - Changes in Benefits Elections press Enter

$) HRBEND079 - Change of Elibility Status
) HRBENDDB3 - Changes in General Benefits Informafian
B (21 Costs and Contributions
b [ Statistics
b [ Reporting Taols
b (1 Compensation Management
[ [ Personnel Cost Planning
b (1 Budget Management
b [ Pension Scheme
B [ Time Management
B 1 Payroll
> (1 Training and Event Management
'3 D Organizational Manadement

L W S ey
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Eligible Employee Report

Gl 00 slaB@ieee@ DHE SnLn DR Q5
Eligible Emplioyees

A
' 2. For Period selection, choose
oday) <
(@]

otrerfeyaats Lthe appropriate radio button

Key Date |

Selecton |~
W. e 7 =

| Agltnal polecton, 2\
EE 3. To check on a specific employee or
T a range of employees, enter the
appropriate personnel numbers

Note: You may
click on Further
Selections to run
the report using
other selected field
areas.

AASIS Support Center, DiAnnette Scott
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Note: Provide any other optional information to shape your
results. See BPP for more information.
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Eligible Employee Report

08 EE @

Eligible Emplioyees

Further selections = Search helps = Qrg. structure
Key date

® Today
) Other keydate

Employment status Personnel numhber .
i s Note: Choose any Select field area by

clicking the box to the left of the option

Additional Ermployes group

S then click on the Choose arrow button.

Payroll area
Administratar group
Payroll administrator
Personnel administrator

Time recording administrator
Pers.area/subarealcost center
Employes group/subaroup

4. Click to Enter

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Eligible Employee Report

B DA E SO0 HE @D

Further selections
@ Today
) Other keydate
Key Data

ef
Personne | number

Additional selection

Benefit area
15t Program Grouping
2nd Program Grouping
Benefit plan

= Org. structure

Note: To search for a specific Plan,
enter your choice here. Otherwise
the report will search for all Benefit

Plans.

HRBEN - Benefits Administration
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Note: Provide any other optional information to shape your

results. See BPP for more information.
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List Edit

HRBEN — Benefits Administration

Eligible Employee Report

B H SO SEE S 0L8 EE @

Eligible Employees
@ ae R al

EE W | w | B

Eligible Employees

Key date 07/ 812004
Benefit area LS State of Atkansas-US
Benefit plan text | Pers Mo | Name Entry Date
157 Cilistreet 7 Vickie Wyalt  |D8/18/2003 |08/18/2003 =]
& |Robert Skinner |12/07/2003 | 12107/2003 =
12 |Ter Wilkerson |0818/2003 | D8/18/2003 ]
19| Gordon Hays |12007/2003 |12/07/2003
20|Gusan Vollman 0811 8/2003 |08/ 812003 5 .
71 [GUsan Vinson |08118/2003 |08 &/2003 Note: The Entry field represents the
32 |Pairicia Geoll |12107/2003  |12/07/2003 : .
457 Diversified 7 Vickis Wyalt |08/ 8/2003 | 08118/2003 hire date and the Date field
& |Robert BKinner [12/07/2003 1200772003 ) PSETIIT
12| Teri Wilkerson |06/18/2003 |08/ 8/2003 represents the employee S E||g|b|||ty
18| Gordon Hays |12007/2003 |12/07/2003
20/ Busan Vollman | 08118/2003 |08/ 8/2003 Date for the Plan.
21|GusanVinson |08118/2003 |08/18/2003
32 |Patricia Geot |12007/2003 |12/07/2003
167 Valic 7Vickie Wiyalt  [08/18/2003 |08/18/2003
& |Robert Gkinner |12/07/2003 | 1210772003
12 [Teri Wilkerson |08f18/2003 | D8/ 812003
19| Gordon Hays |12007/2003 |12/07/2003
20|Gusan Vollman 0811 8/2003 |08 8/2003
21 |Gusan Vinson |08118/2003 |08/ 8/2003
32 |Patricia Gcoll |12007/2003 |12/07/2003
AFERS Contrib EE B%/ER 10% LO 7 Vickis Wiyall  |D8/18/2003 |08/18/2003
& |Robert Gkinner |12/07/2003 |12007/2003 =
12 [Ter Wilkerson |08/18/2003 |08/ 8/2003 =
[ 4.4
14-10
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Demonstration

- Changes in Eligibility Report

Human Resources > Personnel Management >
Benefits >Info System > Reports>
Participation > Changes in eligibility

(HRBENO0O079)

A
Ay

e . D
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Note: The roles that have authorization to generate this report
are:

» CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist
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Changes in Eligibility Report

< {3 Benefits

B [ Forms
B (1 Admini

-3

> @
L]

[ 1 Personnel
B 1 Budget Mai
& (3 Payroll

[ (1 organizational
=

(refFane e

[ [ Flexible Spending Accounts
b (1 Retirement Plans
> (1 coBRA
I 3 claims (asia)
= {3 Info System
< 1 Repons

b [ Reporting Toals
B [ compensation Management

[ [ Pension Scheme
B (1 Time Managerent

[ (1 Training and Event Management

) HREEMNDOO1 - N
) HRBEMNOOT 4
) HRBENODO3 -
) HREEMNDOO4 -
) HRBENO0DG - ParticipatioNQverview
[» 1 Group Processing

stration

s :
1. Follow the menu path or enter
HRBENO0079 in the command field;
press Enter

Participation

2 HRBENOO71 - Eligible Employees
@ HRBEMOOTZ - Participation

@ HRBEMOAOTT - Changes in Benefits Electiol
@ HRBENOO79 - Change of Elibility Status
@ HRBEMO083 - Changes in General Benefits Informatig
Costs and Contributions
Statistics

Cost Planning
nagement

managemant
«
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Changes in Eligibility Report

B DA E SO0 HE @D

= Org. structure

- uentmentn e 1 2. For Period selection, choose

CUpto foday ) Fram today

@ oer peries the appropriate radio button

at/e1/2001 To |12/3‘H9999@

EE
Additional pelection
Benefitp)

3. To check on a specific employee or
a range of employees, enter the
appropriate personnel numbers

Note: You may
click on Further
Selections to run
the report using
other selected field
areas. .

AASIS Support Center, DiAnnette Scott 14-13
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Changes in Eligibility Report

] ‘4 Heaa SEE ODE
Change of eligibility status

Further selections = Search helps

Period
& Today ) Current month
O Up to today & From taday
® Gther|
Fertl selaction options
Employment status (=]
Selection Company code =]
Personn | |eorsonnel area
Personnel subarea
Employee group
Additional Employee subgroup
Benefit Fayroll area
Administrator group
Payroll administrator
Personnel administrator
Tima recording administratar
Fers. areafsubarealcost center EI
Employee group/subgroup [+]

v %

4. Click Enter

=

O currentyear

Selection fields
Personnel number

HRBEN - Benefits Administration

Org. structure

Note: Choose any Select field area by
clicking the box to the left of the option
then click on the Choose arrow button.

41D

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Changes in Eligibility Report

ange 27 5. Click to Execute

Further selections = Search helps = Org. structure

O Today I Current month ) Current year
O Up ta today I From today
® Other period
Period 01/81/2081 To 124‘314‘9999@

Personnel number

Additional selection

Benefit plan

Note: To search for a specific Plan,
enter the Plan here. Otherwise the
report will search for all Benefit Plans.

AASIS Support Center, DiAnnette Scott 14-15
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Changes in Eligibility Report

n

@ QRS anaa BE @m

List  Edit

Change of eligibifity status
G av R e 8Tn T

< 4 |

Change of eligibility status

Period 01/01/2004 - 1273172004
Benefit area LS Stale of Arkansas-US

Benefit plan text “ Pers.Mo.|Name Changed On Text

AFERS Mon-Cont 20| Lester Might 10/18/2004 Mo entry for program groupings 1000/MOBN / plan R101

Health Advantage HMO 20 Lester Might 10/18/2004 Mo entry for program groupings 1000/MOBN / plan HMOZ

Health Advantage POS (G&F) 20|Susan voliman 10/15/2004 Mo entry for program groupings 1000/MOBN / plan POS4
20|Susan voliman 10/18/2004 Mo entry for program groupings 1000/MOBN / plan POS4

US Able (Basic EE Lifz ASE) 20 | Lester Might 101872004 Mo entry for program groupings 1000/MOBHM / plan BED1

US Able-Opt EE Life ASE 112X 20 | Lester Might 101872004 Mo entry for program groupings 1000/NOBN J plan OE0Z

[ I | HRBENDO7S b2l sapetr NS

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Demonstration

- Changes in Benefits Elections Report

Human Resources > Personnel Management >
Benefits >Info System > Reports> Participation >
Changes in benefits Elections
(HRBENO0077)

A
Ay

. @
AASIS Support Center, DiAnnette Scott 14-17
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Note: The roles that have authorization to generate this report
are:

» CLJ/Agency Employee Benefits Management
 State/CLJ/Agency Employee Benefits Specialist
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Changes in Benefits Elections Report

& | HRBENDOTT BlaH  C@o SHE DDhoan)
SAP Easy Acces\AASIS MENU
8= | 2 (4]

< (3 Benefits

) HREENQO1 4 - Termina
@ HRBEMNO003 - Participatiol
@ HRBEMNO004 - Insurahility
@ HRBEMNOO0EG - Participation Ove
B 1] Group Processing
I 1 Farms
[ [ Administration
> L1 Flexible Spending Accounts
> 1 Retirerent Plans
b 1 cosra
I 120 Claims (asia)
<2 ‘3 Info Systern
52 '3 Reports
2 {3 Participation
@ HRBENDD71 - Eligible Employees
72 HRBENDO72 - Participation
£2) HRBENDNTT - Changes in Benefits Elections <
2 HRBENOD79 - Change of Elibility Status
2 HRBEMN0D82 - Changes in General Benefits Infarmation
b (3 Costs and Contributions
b [ statistics
b (1 Reporting Tools
[ [ Compensation Management
[ 1 Persannel Cast Planning
b [ Budget Managemnent
> [ Pension Scheme
I (1 Tirme Management
I [ Payrall
[ (0 Training and Event Managemerit

> [ Organizational Management
(R

Infervamtinn Custnme

AASIS Support Center, DiAnnette Scott 14-18
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Changes in Benefits Elections Report

Changes in Benefits Flections

= Search helps

() Current month
ooy ) Fram today
@ Other perind

Bl number

Additianal
Provider

Plan

Note: You may
click on Further
Selections to run
the report using
other selected field

Peridd a1401/2001 To  fh2/31/9899[3)

HRBEN - Benefits Administration

] \« D ea@ SN anos 28 @m

| 2. For Period selection, choose
the appropriate radio button

O Current year <&
<

3. To check on a specific employee or
a range of employees, enter the
appropriate personnel numbers

areas. |

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Changes in Benefits Elections Report

| EE @

= Org. structure

O Today @ Current month O Currentyear
O Up to taday & From taday

A crememms | Note: Choose any Select field area by

Person

Personnel area

clicking the box to the left of the option
s then click on the Choose arrow button.

Employee subgroup
Payroll area
Administrator group
Payroll administrator
Fersonnel administrator

Time recording administratar
Pers.areaisubarealcost center
Employee group/subaroup

4. Click Enter

AASIS Support Center, DiAnnette Scott 14-20
July ‘04, Revised to V5.0
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Changes in Benefits Elections Report

| El [ | @ O

Note: To search for a specific Plan,
enter the Plan here. Otherwise the
report will search for all Benefit Plans.

AASIS Support Center, DiAnnette Scott 14-21
July ‘04, Revised to V5.0
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Changes in Benefits Elections Report

SEQ SHE ODOo0 BE @M

HRBEN — Benefits Administration

SAP.

Changes in Benefits Elections

Changes in bene

Evalu

riod B1/61/2081 to 12/31/9999

(0

Frovider 08408801 Health Advanta H H
Fran WD2 | Hoaitn advantage AHO 6. Click on a specific employee
pere o Fron 1o oemes o= aNd click the Choose icon to
Reason Details = )
display the employee’s Plan
Patricia Scott DOROOR3Z B2/01/04 12/31/99 12/07/03 CEWOLLM,
First enroliment in plan type MEDL H H
Patricia Scott DOROOR3Z B2/01/04 12/31/99 12/07/03 L LHAN Informatlon
Participation terminated
Robert Skinner DOROOBEE B2/01/04 12/31/99 12/0 CSWOLLMAN
First enrollnent in plan type MEDI
Robert Skinner 0EEOOREE B2/01/04 12/31/9 {07703 CEWOLLMAN
Participation terminated
Total changes 4 /
Changes in henefit elections 2
———  Evaluation peri 1/91/2001 to 12/31/9988
Provider ao400007 LE Life Ins
Plan BEOQ1 S Able (Basic EE Life ASE)
Name Pers.no. From Ta Changed By
eason Details
1 . 0AA00A32 A2/01/04 12/31/88 12/07/03 CSWOLLMAN
irst enrollment in plan type BLIF
Patricia Scott 0AA00A32 B2/01/04 12/31/88 12/07/03 CSWOLLMAN
Participation terminated
Robert Skinner 0AA00AAS B2/01/04 12/31/88 12/07/03 CSWOLLMAN
First enroliment in plan type BLIF Bl
Robert Skinner DEB0OBEE B2/01/04 12/31/89 12/07/03 CEWOLLMAN Z
[ 47
AASIS Support Center, DiAnnette Scott 14-22

July ‘04, Revised to V5.0
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Changes in Benefits Elections Report

i N R e - N v P N L

Display Insurance Plans

7. Click ‘Back’ to return to the previous screen.

LT N— T T YSTE S —

|
102/01/2004 1273149999 Ghng 12/87/2003 CSVOLLMAN

Plan BEG|

Plan data

General plan data
Benefit area US State of Arkansas-US ‘
Plan type BLIF Basic Lifs K
Benefit plan BEG1 US Able (Basic EE Life ASE) Note: Select"‘]g “Choose” from the
Insurance Optian BLO1 Basic EE Life Caverage . .
previous screen brings you to the PA20
Planning Parameters q
Coverage Yariant CVB1 Basic Coverage DISpIay Screen .
Cost Rule Yariant C5T1 Bagic EE Life (ASE) |

—
Additional fields
Original End Diate

AASIS Support Center, DiAnnette Scott 14-23
July ‘04, Revised to V5.0
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Demonstration

- Participation Report

Human Resources > Personnel Management >
Benefits >Info System > Reports> Participation >
(HRBENO0072)

AN
Ay

AASIS Support Center, DiAnnette Scott 14-24
July ‘04, Revised to V5.0

Note: The roles that have authorization to generate this report
are:

*CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist
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Participation Report

& | HREENDO72
SAP Easy Accogs AASIS MENU
&2 | [=][«]

<2 (A Benefits

2 HREENOOO1 -Wgroliment

) HREENOO1 4 - TENgination

) HREENO003 - Partidgation Monitor

) HREEND004 - Insurab Ny

) HRBEN000E - ParticipatiNOverview

[ [ Group Processing

b 1 Forms

b [ Administration

[ [ Flexible Spending Accounts

[ [ Retirement Plans

b (3 coBrA

D [ claims (asia) )

<7 i Info Systern =
<2 '3 Reports

< & Parcinaton 1. Follow the menu path or enter
e e HRBENO0072 in the command field;

@ HRBEMOO77 - Changes in Benefits Elections
2 HREEM0079 - Ghange of Elibility Status press Enter
2 HRBEMD083 - Changes in General Benefits Inl -

< {3 Costs and Gontributions
2 HRBEMNOO73 - Health Plan Costs
) HRBEMOO74 - Insurance Flan Costs
@ HRBEMOOTS - Savings Plan Contributions
) HRBEMNOO7E - FSA Contributions
) HRBEMOOSE - Stock Purchase Plan Contributions
) HRBEMNO0&S - CostsiContributions for Miscellaneous Plans
@ HRBEMOOTE - Yesting Percentages
) HRBEN00&S - Contribution Limit Check

& [0 statistics

[ [ Reporing Tools

P 70 S mine diain M m s e

AASIS Support Center, DiAnnette Scott 14-25
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HiCa@ SRE ODOS HE @0

Participation

= Search helps

() Current month
ooy ) Fram today
@ Other perind

Peridd o1/a1/2001 To I’I24‘314‘9999@

= Qrg. structure

) Current year

Sefecion |

Bl number

Additianal
Benefit afea

elaction

15t Progfam Grouping

a range of employees, enter the
appropriate personnel numbers

2nd Program Grouping

Benefit pjan

Note: You may
click on Further
Selections to run
the report using
other selected field
areas.

Participation Report

3. To check on a specific employee or

HRBEN - Benefits Administration

2. For Period selection, choose
the appropriate radio button
*This report is run on an as needed basis.

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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HRBEN - Benefits Administration

Participation Report

Participation
Further selections = Search helps = Org. structure
Period
O Today O Current month O Currentyear
O Up to today © From today
@ Other
Fent ™ selaction optians Selection fields
Employment status [=] Fersonnel number .
seteelon | lcompany cose = Note: Choose any Select field area by
Personnel area
Persarne subarea clicking the box to the left of the option
Employee group .
ddtcnsl | [Emplcyes subgrosp then click on the Choose arrow button.
Benafit Payroll area
15t Prog drinistrator group
2nd Pro Fayroll administrator
Benefit Fersonnel administrator
ime recarding administratar
Fers. arealsubareaicost center [ =]
Ernployes group/subgroup E| El

%]
4. Click Enter

AASIS Support Center, DiAnnette Scott 14-27
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Participation Report

| B 2] | ) O

Note: To search for a specific Benefit plan or Program
grouping, enter the information here. Otherwise the report
will search for all Benefit plans and program groupings.

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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List Edit

HRBEN — Benefits Administration

Participation Report

Participation

AT FG BEEH T EE s @

Participation
Period 01/01/2004 - 12/31i2004
Benefitarea LS State of Arkansas-US
Benefit plan text *| Pers.no.|Name Entry Partdate Start End
AFPERS Mon-Cont 96 |Diana Edwards 08/18/2003 |08(18(2003 | 08/18/2003 |12/31/3399
47 |Diana East 08/18/2003 |08/18/2003 |08/18/2003  [12/31/9899
98 |Deborah Debusk 08/18/2002 |0B18/2003 |09/18/2003  (12/31/9999
a9 [Mary Pickrell 08/18/2003 |08/182003 | 08/18/2003 |12/31/9399
100 |Deborah Davis 08/18/2003 |0B/18/2003 |08/18/2003 [12/31/9999
101 |Debbie Cross 08/18/2003 |08(18(2003 | 08/18/2003 |12/31/3399 |
102 |David Conant 08/18/2003 |08/182003 | 08/18/2003 |12/31/9399
103 |Marty Pickrell 08/18/2003 |0B/18/2003 |08/18/2003 [12/31/9999
104 |Dave Colford 08/18/2003 |08(18(2003 | 08/18/2003 |12/31/3399
105 |David Cole 08/18/2003 |08/18/2003 |08/18/2003  [12/31/9899 u
106 |Martha Paape 08/18/2002 |0B18/2003 |09/18/2003  (12/31/9999
107 |Bart Hill 08/18/2003 |08/182003 | 08/18/2003 |12/31/9399
195 | Test! Jolley 12/21/2003  [12021/2003  |12/21/2003  [12/31/9999
Health Advantage HMO 4 |Rohin Smith 12/08/2002 |02/01/2004 |02/01/2004  (12/31/9999
8|Robernt Skinner 12/08/2003  |0Z07/2004  02/01/2004  |12/31/9399
17 |Ricky Sims 12/08/2003  |02/01/2004 |02/01/2004  (12/31/9999
26 |Randall Sheppard 12/08/2003  |0Z0142004  02/01/2004  |12/31/3399
32 |Patricia Seott 12/08/2003  |02/01/2004 |024/01/2004  [12/31/9399
37 [Phillip Rugger 12/08/2002 |02/01/2004 |02/01/2004  (12/31/9999
39 |Paula Roberts 12/08/2003  |0Z07/2004  02/01/2004  |12/31/9399
43 |Paul Richardson 12/08/2003  |02/01/2004 |02/01/2004  (12/31/9999
75 |Warsha Owen 08/18/2002 [10/01/2003 |10/01/2003  (12/31/9999
76 [Marion Orr 08/18/2003 100742003 | 10/01/2003  |12/31/9399 E
78 |Wargaret orr 0818/2003  [10/01/2003  |10/01/2003  (12/31/9999 =
\ 17
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Note: If you receive an error table, please investigate the
errors and make corrections where applicable.

For example, if the employee is missing personnel data information,
the Agency Benefits Specialist should use PA30 to correct the error.
Errors are denoted by a red box under the heading Type.

...|Message
N0 text existing for benefit plan WIS

Mo text existing for benefit plan Rx02

Mo infotype 0002 record for pers no. 00000422 in period 20010509 - 20010509

AASIS Support Center, DiAnnette Scott 14-30
July ‘04, Revised to V5.0
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Demonstration

- Verification of Dependent Coverage
Report

Transaction: ZDEP

AASIS Support Center, DiAnnette Scott 14-31
July ‘04, Revised to V5.0

The Dependent Coverage/Verification Report tells the following:

1. If the dependents listed are eligible for benefits

2. If dependents are students and are over the age of 19 and should
not be covered and if so, indicates that they are students and
should be reflected on the Infotype 0167 under the Student
Indicator section.

3. List health coverage that does not list enrolled dependents.
(Ex: Spouse coverage but no spouse)
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Verification of Dependent Coverage Report

(2R Il 36 N | vz N2/ LS

PErson selection period

[ parenperes |

Pers¢nnel number
Emplpyment status
Company Code

Payrdll area

Pers jrea/subarearcost cente
Emplpyee group/subgroup

ERRERE

Note: You may
click on Further
Selections to run
the report using
other selected field
areas.

AASIS Support Center, DiAnnette Scott 14-32
July ‘04, Revised to V5.0
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HRBEN - Benefits Administration

Verification of Dependent Coverage Report

7 e FE IR I EEEENE

De dent Coverage/Verification Reports

Further selections = Search helps

=

Sort order

Period
® Today © Current month
) Up to today O From today
2 Other|

E .5
Action type
[__Pa

JEsStscion]

'Reason for action

Report Op
@ Dep

) Cove
O el 2 )
bl

4. Click Enter

‘Cost center

1 Current year

| |=election fields

[

\Pers.areal/subarealf

Note: Choose any Select field area by
clicking the box to the left of the option
then click on the Choose arrow button.

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Verification of Dependent Coverage Report

5. Click Execute
Feraon selecton petod o

Personnel number
Employment status

Company Code

Business area 8845

Note: Enter a Selection criteria to
narrow your search.

Payroll area
Pers.area/subareaicost cente
Employee greup/subareup

EEEE EEE

® Dependents Not Covered Report
() Coverage Mismatch Report
) Ineligible Dependents

AASIS Support Center, DiAnnette Scott 14-34
July ‘04, Revised to V5.0
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Verificati fD dent C R rt
List Edit Goto ng em Help 2
< dH @@ SERE fnas BE @
Dependents Eligible For Health Insurance But Not Covered
G AT F 2 Q 8ER TSI EEs |
Dependents Eligible For Health Insurance But Not Covered
Bus ArealPersnl Area|® Personnel Number| Emp Name Coverage Type|Dependent Name |Dependent Code| Dependent Age|Student Status
0610 FAD4 00000096  EDWARDS DIANA EE+Q Kayla Edwards 2 0 z
0645 HL34 00001111 |BLAKE BRIA EE+0O Leah Blake 2 1 z
0645 HL36 00001112 |LEE CORA EE+O SandiLee 2 1 ]
0645 HLA1 00001113 | ARMSTRONG LANCE EE+O Lily Armstrong 2 1
0645 HL94 00001115 |REED RICHARD EE+O Ricardo Reed 2 1
0645 HLG8 00001116 | VAUGHN SIDNEY EE+O Shawn Vaughn 2 1
0645 HLO9 00001917 |ALLISON ABBIE EE+O Ashley Allison 2 1
0645 HL48 00001118 | SCOTT CORETTA EE+QO Martin Scott 2 1
0645 HL41 00001119 | SCOTTLAND KAYE EE+O Kayla Scottland 2 1
0645 HLAT 00001120 RICHARD ANGELA EE+O MNoah Richard 2 1
0645 HLO7 00001121 | SCOTTLAND RYAN EE+O Tammy Scottland |2 1
0645 HLAG 00001122 | ASHLEY MARYKATE EE+O SaraKate Ashley 2 1
0645 HL98 00001124 | LANCASTER BRITTANY EE+O Brandon Lancaster |2 1
0645 HL12 00001125 | MONTGOMERY ELIZABETH |EE+O |Elise Montaomery |2 1
0645 HL30 00001126 | ALLEN CHRISTI EE+QO Zack Allen 2 1
0645 HL34 00001127 HECTOR STEPHANIE EE+Q Pugh Hector 2 1
0645 HLBO 00001128 | MANN MIKE EE+0O Mandi Mann 2 1
0645 HL34 00001129 | SAGE SANDI EE+O Sara Sage 2 1
0645 HLG7 00001130 | EDWARDS ANNETTE EE+O Kareem Edwards |2 1
0645 HLO9 00001131 | SANFORD SAM EE+O Lamont Sanford 2 1
0645 HL98 00001132 | NURSE NANCY EE+O Judy Nurse 2 1
0645 HL34 00001133 | AMOS FAMOUS EE+QO Cookie Amos 2 1
0645 HLS1 00001134 MOORE MANDI EE+Q Mike Moore 2 1
0645 HLAS 00001135 | EDNA SAMMS EE+0O Sam Edna 2 1
0645 HL17 00001136 | EVERS MICHAEL EE+O John Evers 2 1
0645 HL16 00001137 | MONICA MONICA EE+O Mann Monica 2 1
0645 HLSG 00001138 | STEPHANIE SCOTT EE+O Jodi Stephanie 2 1 [=]
0645 HL74 00001139 MARTIN MARTIN EE+O Lut Martin 2 1 z
[ U | ZDEP b=l sapetr NS 2
AASIS Support Center, DiAnnette Scott 14-35
July ‘04, Revised to V5.0

These employee’s records reflect that a dependent’s record was created
in the Family Member/Dependent Infotype 0021 but are not covered or
receiving Health benefits. (See Infotype 0167) Verify to see whether the
dependents listed should be enrolled in the employee’s Health Plan.

Please note: If the dependent is a student and should be receiving
Health benefits and is between the ages of 19-23, make sure that the
Student indicator box, located in the infotype 0167, is checked.

To end a dependent’s record, See the chapter that reflects Ineligible
Dependents in order to only cancel that dependent’s record for Health
Benefit coverage. If the employee is only carrying one dependent, then
you will need to see the chapter that reflects Adjustment Reasons.
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Demonstration

- Health Plan Costs Report

Human Resources > Personnel Management >
Benefits >Info System > Reports>
Costs and contributions >Health plan costs
(HRBENO0O073)

AN
Ay

¢, U
AASIS Support Center, DiAnnette Scott 14-36

July ‘04, Revised to V5.0

Note: The roles that have authorization to generate this report
are:

» CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist

14-36
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Health Plan Costs Report

= (3 Benefits
2 HREENDOD1 Ngnroliment
2 HREENDOD1 4 - TAgination
2 HREENDODT - Ngation Monitor
2 HREENDDDS - .
@ HRBEMOO0E - ParticipatiNg Owerview
> (] Group Processing
b (1 Forms
b 1 Administration
[» ] Flexible Spending Accounts
[ [ Retirement Flans
b 1 coBRA
[ 0 claims (asia)
7 (3 Info Systam
= =4 Reponts
B (3 Participation
= {3 Costs and Contributions
2 HREENDO73 - Health Flan Costs
) HRBEMNOO74 - Insurance Plan Costs
@ HRBEMOOTS - Savings Plan Contributions
) HRBEMN0O78 - FSA Contributions
) HRBEMNOOSE - Stock Purchage Plan Contributions
) HRBEMN0O85 - CostsiContributions for Miscellaneous Plans
) HRBEMO0TE - esting Percentages
) HRBEMN0O28 - Contribution Limit Check
b (O statistics
b (1 Reporting Tools
> [ Compensation Management
> (1 Personnel Gost Planning
B 1 Budget Management
& [ Pension Scheme
B Time Management
n

1. Follow the menu path or enter
HRBENO0O073 in the transaction field;
press Enter

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Health Plan Costs Report

| EE B () o

2. For Key date, choose the
- [@ | appropriate radio button
=

Note: Provide any
other optional
information to shape
your results.

See BPP for more
information.

o
oo
0o
0o

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Health Plan Costs Report

| B 2] @ O

3. To check on a specific
employee or a range of
employees, enter the
appropriate personnel
numbers

Note: You may
click on Further
Selections to run
the report using
other selected field
areas.

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Health Plan Costs Report

Note: Choose any Select field area by
clicking the box to the left of the option
then click on the Choose arrow button.

|— |
|_
!_
|_
!_
|_
|_
|_
|_
|_
|_
|_
|_
|_

15

4. Click Enter

AASIS Support Center, DiAnnette Scott 14-40
July ‘04, Revised to V5.0
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Health Plan Costs Report

Health Pilan Costs

6. Click to Execute

£ fer=te

[=

Note: To search for a specific Benefit plan or
Program grouping, enter the information here.
Otherwise the report will search for all Benefit plans
and program groupings.

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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e Help

HRBEN — Benefits Administration

Health Plan Costs Report

& Bl dH @@ DHE O n a8 EE @0

Heaith Plan Costs

X a&T T B E G <Z e S =2 S |
Health Plan Costs
Key date 10182004
Benefit area LIS State of Arkansas-US
Perind text™| Benefit plan text “Pers.ho.|Mame Option text Dep.coverage text|z ~ EE Costs|z ER Credit = Provider Cost Curr,
82 |Kay Might Standard HMO ASE Employese £1.22 0.00 0.00 UsSD
83 |Louise Might Standard HMO ASE Employee 61.22 0.00 0.00 |UsD
90 |Meva Rainer Standard HMO ASE |Employee 61.22 0.00 0.00 |UsD
93 Melissa Quattiebaum | Standard HMO ASE Employse 61.22 0.00 0.00 |USD
94 |Diane Elias Standard HMO ASE Employee B1.22 0.00 0.00 |USD
895 |Maureen Price Standard HMO ASE | Employves 61.22 0.00 0.00 |USD
96 | Diana Edwards Standard HMO ASE Employee B1.22 0.00 0.00 |UsSD
97 |Diana East Standard HMO ASE Employese £1.22 0.00 0.00 |UsSD
98 |Deborah Debusk Standard HMO ASE Employee B1.22 0.00 0.00 |UsSD
99 |Mary Pickrell Standard HMO ASE |Employee 61.22 0.00 0.00 |UsD
100 |Deborah Davis Standard HMO ASE Employee 61.22 0.00 0.00 |UsSD
101 |Debhie Gross Standard HMO ASE |Employee 61.22 0.00 0.00 |UsD
102 |David Conant Standard HMO ASE | Employves 61.22 0.00 0.00 |USD
103 | Marty Pickrell Standard HMO ASE Employee B1.22 0.00 0.00 |USD
104 |Dave Colfard Standard HMO ASE | Employves 61.22 0.00 0.00 |USD
105 |Dawid Cole Standard HMO ASE Employee B1.22 0.00 0.00 |UsSD
106 |Martha Paape Standard HMO ASE Employese £1.22 0.00 0.00 |UsSD
107 |Bart Hill Standard HMO ASE Employee 61.22 0.00 0.00 |UsD
195 |Testl Jolley Standard HMO ASE |[Employee 61.22 0.00 0.00 |UsD
Health Advantage HMO &b - 1,959.04 = 0.00 = 0.00 USD
20 |5usan Yollman Standard POS G&F |Employee Be.00 0.00 0.00 |UsD
Health Advantage POS (G [, " 68.00 = 0.00 = 0.00 USD
Monthly L1 s 202704 =u 0.00 == 0.00 USD
I, =as 202704 2= 0.00 =as 0.00 USD

o]

I | HRBENDO7S b2l sapetr NS

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Health Plan Costs Report

"L
E Note: If you receive an error table, please investigate
SAP R the errors and make corrections where applicable. For

example, if the employee is missing personnel data
information, the Agency Benefits Specialist needs to
use PA30 to correct the error. Errors are denoted by a
red box under the heading Type.

dl[2a|Ea @ m:[az]eo
...| PersonnMessage
S ﬁg Mo infotype 0006 record for pers.na. 00000159 in period 20010509 - 20010509
= | / Mo entry existing for benefit plan V15
a Mo entry existing for benefit plan Rx02
408 |Mo infotype D006 record for pers.no. 00000408 in period 20010509 - 20010509
422 |Moinfotype 0002 record for pers.no. 00000422 in period 200105049 - 20010508
Vi | 503 |Mo infotype 0006 record for pers.na. 00000503 in period 20010509 - 20010508

v @ s H %

=

> | DEV (1) (310) P2 sapdey  OVR

AASIS Support Center, DiAnnette Scott 14-43
July ‘04, Revised to V5.0
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Demonstration

- Insurance Plan Costs Report

Human Resources > Personnel Management > Benefits >
Info System > Reports> Costs and contributions >
Insurance plan costs
(HRBENO0074)

AN
Ay

Note: The roles that have authorization to generate this report
are:

AASIS Support Center, DiAnnette Scott 14-44

July ‘04, Revised to V5.0

» CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist

Note: You may also use this report to view employees
Optional Life Insurance Coverage amounts.
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Insurance Plan Costs Report

Menu  Edit Eavorites  Exra

& | HREENDO?4 @ 4.|@®@|QMMI@‘B@@\-EI@.
SAP EasyA%ASIS MENU

&= 2| | -
N
= (A Benefits
2 HREENDODT -

2 HREENDDD4 - Insurabili
2 HREENDONE - Participation Nyervie
> (] Group Processin o
[ Forms
1 Administration
| Flesxible Spending Accounts:
[ Retiremen tRlans
1 COBRA
E3
&

({ TV TP TP

Claims (Asia)
Infa Systern
= =4 Reponts
B (3 Participation
= {3 Costs and Contributions
) HRBEMOO73 - Health Plan Costs

1. FoIIow the menu path or enter
2 HRDENOD74 - Insuranse Plan Costs < HRBENO0074 in the command field;
@ HRBEMOOTS - Savings Plan Contributions
@ HRBEMOOT7E - FSA Contributions press enter

) HRBEMNOOSE - Stock Purchage Plan Contributions
) HRBEMN0O85 - CostsiContributions for Miscellaneous Plans

) HRBEMOOTE - Vesting Percentages
) HRBEMN0O28 - Contribution Limit Check
b (O statistics
b (1 Reporting Tools

[> (1 compensation Management
> [ Personnel CDSIP\annmg
[> (1 Budget Management
& (3 Pension Scheme
B Time Managemen(
o
[ 17
AASIS Support Center, DiAnnette Scott 14-45

July ‘04, Revised to V5.0

This report will be helpful in determining employee’s whose
Optional Life Insurance Coverage may exceed $40,000 in the
new Plan year.

Employees who have Optional Life Insurance Coverage that
will automatically exceed $40,000 for the new Plan year due to
a salary increase, should follow the BPP — Process Annual
Optional Life Changes Due to Increase in Salary.

Employees enrolled in a Pre-Tax and Post-Tax Optional Life
Plan and who voluntarily increase their coverage, should refer
to the demonstration for Employee Voluntary Increase of
Coverage Exceeding $40,000.
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HRBEN - Benefits Administration

Insurance Plan Costs Report

3 8 EEE DA EE @D

insurance Pian Costs

Further selections o Search helps

Key date
@ Today
) Other keydate

2. For Key Date, select the
appropriate button

Selaction
FPersonnel number

Additional selection
Benefit area
1st Program grouping
2nd Program grouping
Benefit plan

Note: Provide any other
optional information to shape
your results.

*See BPP for more information.

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Insurance Plan Costs Report

2 IB @@ BHE DLy AR @M

3. To check on a specific
employee or a range of
employees, enter the
appropriate personnel
numbers

Note: You may
click on Further
selections to run the
report using other

Selected field areas.

AASIS Support Center, DiAnnette Scott 14-47

July ‘04, Revised to V5.0
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O

4. Click Enter

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

[ [gele
n
™
u
[
N
N
N
B
N
N
N
B
B

HRBEN - Benefits Administration

Insurance Plan Costs Report

Note: Choose any Select field area by
clicking to the left of the option. Then
click on the choose arrow button.
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Insurance Plan Costs Report

) 2 2190 @@ BHE OnO0 RE @B
insurance Pilan Costs
Seaalil 6. Click to Execute

Note: To search for a specific Benefit plan or
Program grouping, enter the information here.
Otherwise the report will search for all Benefit plans
and program groupings.

AASIS Support Center, DiAnnette Scott 14-49
July ‘04, Revised to V5.0
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Insurance Plan Costs Report

m H

IS@E® O anos BE @D

af

insurance Pian Costs

@aYF 8% & 8ITEHTEN EEE W
Insurance Plan Costs
Key date 01/01/2004
Benefit area U State of Arkansas-US
Period text™| Benefit plan texd “| Pers.No.|Name Option |Insurance option text = EE Costs|z ER Credit|z Provider Cost| Ins. Coverage| Gurr
76 |Marion Orr QL0 |Optional Life ASE 13X SAL 432 0.00 0.00 18,000.00 |USD
78 Margaret Orr QL0 |Optional Life ASE 13X SAL 408 0.00 0.00 17,000.00 |USD
80 | Lester Might QL0 |Optional Life ASE 13X SAL 480 0.00 0.00 20,000.00 |USD
82 | Kay Might QL0 |Optional Life ASE 13X SAL 648 0.00 0.00 27,000.00 |USD
83 |Louise Might QL0 |Optional Life ASE 13X SAL 662 0.00 0.00 23,000.00 |USD
a0 |Mewa Rainer QL0 |Optional Life ASE 13X SAL 324 0.00 0.00 27,000.00 |USD
43 Melissa Quattiebaum [OLO1 |[Optianal Life ASE 13 8AL 208 0.00 0.00 13,000.00 |USD
44 | Diane Elias QL0 |Optional Life ASE 13X SAL 676 0.00 0.00 24,000.00 |USD
45 \Maureen Price QL0 |Optional Life ASE 1 SAL 12.00 0.00 0.00 20,000.00 |USD
46 | Diana Edwards QL0 |Optional Life ASE 1 SAL 648 0.00 0.00 27,000.00 |USD
a7 |Diana East QL0 |Optional Life ASE 1 SAL 4.80 0.00 0.00 20,000.00 |USD
48 |Deborah Debusk QL0 |Optional Life ASE 1 SAL 624 0.00 0.00 26,000.00 |USD
99 Mary Pickrell OLO01 |Optional Life ASE 1X SAL 2.04 0.00 0.00 17,000.00 |USD |
100 |Deboarah Davis OLO01 |Optional Life ASE 1X SAL 7.44 0.00 0.00 31,000.00 |USD
101 |Debhie Crogs OLO01 |Optional Life ASE 1X SAL 4.08 0.00 0.00 17,000.00 |USD
102 |David Conant OL01 |Optional Life ASE 1X SAL| 7.92 0.00 0.00| 33,000.00 [USD
103 |Marty Fickrell OL01 |Optional Life ASE 1X SAL| 372 0.00 0.00|  31,000.00 [USD
104 |Diave Colford OL01 |Optional Life ASE 1X SAL| 0.00 0.00 0.00 0.00 [USD
105 |David Cole OL01 |Optional Life ASE 1X SAL| 408 0.00 0.00|  17.000.00 [USD
106 |Martha Paape OL01 |Gptional Life ASE 1 SAL| 6.24 0.00 0.00|  25,000.00 [USD
107 |Bart Hil OL01 |Gptional Life ASE 1 SAL| 6.24 0.00 0.00|  28,000.00 |USD
US Able-Opt EE Life ASE 12X 0, - 1Mzaz - 0.00 - 0.00 usD
Monthly &, .- 11242 == 0.00 -- 0.00 usD
m, ses 19242 =22 0.00 -n- 0.00 usD
[ J7
AASIS Support Center, DiAnnette Scott 14-50

July ‘04, Revised to V5.0
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B

T Note: If you receive an error table, please
investigate the errors and make corrections where
applicable. For example, if the employee is
missing personnel data information, the Agency
Benefits Specialist needs to use PA30 to correct
the error. Errors are denoted by a red box under

o oelmael@ @ the heading Type.

Persan| essage

99 |Mo infotype 0006 record for pers.no. 00000199 in period 20010509 - 20010509
Mo entry far plan 1004 f costwariant EE f key (0000000000000
408 |Ma infotype 0006 record for pers.no. 00000408 in period 200910509 - 20010509
422 |Mo infotype 0002 record for pers.no. 00000422 in period 20010509 - 20010509
503 | Mo infotype 0006 record for pers.no. 00000503 in period 20010509 - 20010508

v @sHd®

E LIRS

[ | DEv (13 (310y P2l sapdev | OWR

AASIS Support Center, DiAnnette Scott 14-51
July ‘04, Revised to V5.0
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Demonstration

- Participation Monitor Eligibility

Human Resources > Personnel Management >
Benefits >Eligibility
(HRBENO0003)

A
Ay

‘%
AASIS Support Center, DiAnnette Scott 14-52

July ‘04, Revised to V5.0

Note: The roles that have authorization to generate this report
are:

» CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist
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Participation Monitor Eligibility

& | HReENDOD: BdH @ DHE oo
AASIS MENU

BE| % & NE

1 Favorites
=7 {3 BAP menu
& [ Office
[ [ Logistics
B [ Accounting
57 ‘3 Human Resources
) PPMDT - Manager's Desktop
52 ‘3 Personnel Management
> (3 Administration
I (3 Recruitment
[» [ Personnel Development
- Benefits
@ HRBEMDOOT - Enrollment
2 HRBEMNDO1 4 - Termination

5 RBENTI03 - Faipaton arr, @ == HRBENO0003 in the command field;

@ HRBEMNOOO4 - Insurability
@ HRBENDOOE - Participation Overview press Enter
i (1 Group Processing
B [ Farms
& (0 Administration
B (1 Flexible Spending Accounts
& [ Retirement Plans
b (3 CoBRA
B (O Claims (Agia)
& [ Info Systern
& [ Compensation Management
I [ Personnel Cost Planning
> [ Budget Management
> [ Pension Scheme
[ Time Management
L Payroll
[ Training and Ewent Management
=

B

3
3
3
n

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Participation Monitor Eligibility

@@ DO 500 EE @

[ Sellcion |

El number

Banst e 3. To check on a specific

15t Progfam Grouping
2 Profram orouring employee or a range of
employees, enter the
appropriate personnel

numbers

Note: You may
click on Further
selections to run the
report using other

Selected field areas.

AASIS Support Center, DiAnnette Scott 14-54
July ‘04, Revised to V5.0
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HRBEN - Benefits Administration

Participation Monitor Eligibility

® Today
O Other keydate

=
| |Employment status

eSO ormpany code

ersonnel area

= Org. structure

| |Selection fislds

Person

ersonnel subarea
Employee group
g Employee subaroup
Payroll area
drinistrator group
ayroll administrator
ergonnel administrator
ime recarding administratar

4. Click Enter

Note: Choose any Select field area by
clicking to the left of the option. Then
click on the choose arrow button.

AASIS Support Center, DiAnnette Scott

July ‘04, Revised to V5.0
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Participation Monitor Eligibility

@ Today
() Other keydate
Key Date

Personnel numhber

Benefit area to
15t Program Grouping to
2nd Frogram Grouping to

5. Enter Selection criteria

AASIS Support Center, DiAnnette Scott 14-56
July ‘04, Revised to V5.0
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Participation Monitor Eligibility

SO  CHEIaTL8 EER @

Participation Monitor: Overview

o) Stop participation | & Change plan election | & 2 | B 6| ® 2 B B

Participation on 10/18/2004

Status  Walid from

Reason

7 US  Btate of Arkansas-US

700000020 Susan voliman
[ Health Advantage FOS (G&F)
< 00000080 Lester Night
[ Health Advantage HMO
] US Able (Basic EE Life ASE)
(] US Able-Opt EE Life ASE 132X
[ APERS MNon-Cont

101552004

10/0142003
10/0142003
10/0142003
08/18/2003

- 12/31/93539

- 1203179999
- 1203179999
- 1203179999
- 1213179899

No entry for program groupings 1000/GENB | plan POS4

Mo entry for program groupings 1000NOBM £ plan HMOZ
Mo entry for program groupings 1000NOBM f plan BEO1
Mo entry for program groupings 1000NOBN f plan OEQ2
Mo entry for program groupings 1000MNOBN F plan R101

Please Note: This report is for viewing Participation errors ONLY!
If changes need to be made, please use transactions codes
HRBENO0001/PA30 or refer to the BPP’s for corrections.

[ | HRBEMDOO3 "2 | sapetr | INS

AASIS Support Center, DiAnnette Scott

July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Participation Monitor Eligibility

Hieaa  EHE D48 BRI @

Participation Monitor: Overview
o] Stop participation | & Change plan election @ 2 | g 2aB R

Paricipation on 10/18/2004 Sjptus Valid fram Reason
7 US State of Arkansas-US
57 00000020 Susan Vollman

. . . . iplan POB4
DD Lesternt 8. Click the Display icon to view | .~
[[] US Able (Basic EE Life ASE) TOOTTZ007 - THT79999 o entry Tof program groupings TODDNOHEN § plan BEO1
[[] U Able-Opt EE Life ASE 142X 1060172003 - 122149999 Mo entry for program aroupings 1000MOBN [ plan OED2Z
[[TAPERS Mon-Gont 08/16/2003 - 12/31/9999 Mo entry for program groupings 1000MNOBN J plan R101

7. Check the Health Plan of the
employee you would like to

view.

> | HRBENODDZ Pl sapetr INS

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Participation Monitor Eligibility

Display Health Plans
R

F 20 Mame Susan ¥. Status Active
EE group 1 RegularState Em.. Personnelar  FAOT DFA
EE subgroup  UE Employee GEN 013-22-8882
Start 10/15/2004  to 12/31/9999 Chng 10/15¢/2004 DLECOTT
Plan FOS4 Health Advantage POS (GEF)
Plandata | Administration | Costs | Dependents | Additional data

General plan data

Benefit area US Gtate of Arkansas-US

Plan type MEDI Medical

Benefit plan POS4 Health Advantage POS (G&F)

Health Plan Option OPT1 Standard POS G&F

Dependent Coverage EE+0 Employee

Planning Parameters
Cost Rule variant EE+0 Employee Only

| Additional fields

‘ Original End Date Prev Resals

b | Pazo sapetr | NS

AASIS Support Center, DiAnnette Scott 14-59
July ‘04, Revised to V5.0

14-59



An AASIS Training Guide
HRBEN — Benefits Administration

Demonstration

- APERS Not Eligible Report

- Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

Transaction Code: (ZDRP)

A
Ay

e&;%
AASIS Support Center, DiAnnette Scott 14-60

July ‘04, Revised to V5.0

Note: The roles that have authorization to generate this report
are Agency/CLJ Employee Benefits Management,
State/Agency/CLJ Employee Benefits Specialist, State
Benefits Plan Administration, State Benefits Plan
Management.

This report will reflect employees who have had a Personnel
Action processed in AASIS for Termination, Retirement, DROP
or Terminate Concurrent Employment and who are currently
enrolled in an APERS plan.
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APERS Not Eligible Report

v|< Jio@a LHR atoan BE @ o
SAP Easy Acde

EE

<7 {3 Favorites
[ P40 - Persannel Actions
[ Pa30 - Maintain

[#] PAz0 - Display

= {3 8AP menu

> [3 office

3 Lagistics

"3 Accounting

> 2 Human Resources

I [0 Information Systems

3 Special Transactions & Reports (State of Arkal
23 Tools

=< 1. Enter transaction code
ZDRP in the command field;
click Enter

AASIS Support Center, DiAnnette Scott 14-61
July ‘04, Revised to V5.0
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APERS Not Eligible Report

Edit Gota

Bl H @@ DEE aTasn EE @b
Employees Enrolied in APERS Plans Who Aren't Eligibie

& )2l
| Rurther selections =2 Searchhelps | = Sott order |
Farfor
BlTaia 2. Select Today |.ientear
C{Up to today ' From today
CJOther period
Diata Selection Period To
Person selection period To

[ Payroll period
Selgction

Note: You may
click on Further B
selections to run the
report using other
Selected field areas.
Ea(y]} v
| 4.7
AASIS Support Center, DiAnnette Scott 14-62

July ‘04, Revised to V5.0
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APERS Not Eligible Report

C@@  EHE SDO8 I EE @
Empioyees Enrolled in APERS Plans Who Aren't Eligibie

@)=
‘ Further selections || ] Search helps ” 4] Sort order |
Selection options |J Selection fields
_Actmn type El _Persnnnelnumher NOte: Choose any SeIeCt
R i @ [=] Emnl 1 =tah - . .
ri=ason for action S| | e Emanmenisialy fia|d grea by clicking to the left
_Cusmmer—specmc status L_| N Caompany code . .
| |Special payment status |_|Payroll area Of the 0pt|on Then C||Ck on
—|_|Fersonnsl araa |_|Pers arealsubaraa,
Selection | |Personnel subarea |__|Employee groupls the Choose arrow bUtton
Personn _Emplnyee group ||
Employr _Empluvee subgroup ||
Campar Organization key ||
Payrll o | BiSiiEss 2ic3 N
Pers.are _Legal persan ||
Employe |__|work contract ||
|_|controlling area z || =]
Cost center [~] [=]
Selection: 3}
7] — - [<1[*]
[ |we— 4. Click Enter A7

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

14-63

14-63



An AASIS Training Guide

HRBEN — Benefits Administration

APERS Not Eligible Report

Frogram

Edit

B dH @ O s aa | EE @ oy
Employees Enrolied in APERS Pians Who Aren't Eligible
@)=l

Further selections || = Search helps || = Sort order |
Period
@ Today _) Current month ) Gurrent year
Lip to today () From today
o other period

Data Selection Period To
Ferson selection period To

Fayroll period

Selaction

Personnel humhber
Employrment status

5. Enter
Selection criteria

Company Code <

=

=]

(=%

Business area 061 0| [#) =
Payroll area
=]

=]

Pers.areaisubarealcost cente
Emplovee groupfsubgroup

[l [4][+]
| 47
AASIS Support Center, DiAnnette Scott 14-64

July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

APERS Not Eligible Report

Help

T eee DHEB DDOD HE @B

Empioyees Enroffed in APERS Plans Who Aren't Eligibie

FROGRAM: ZPAEBMRROOT_APERS_DROP Arkansas Rdministrative Statewide Information System
TIME 14:49:42 CLIENT EDY 100 INELTSIBLE EMPLOYEES ENROLLED IW APERS

FROM DZ2/05/2004 TO DZ2/05/2004

Il ]

EUS AREA FERSML ARER FERNR MNAHE ACTION DATE
oE10 FaD1 Z5 o7 /13/2002
G106 F A 5 o816/ 26801
Oe30 FaDz 25 OE/1E6/2001
uligelt) Fanz 5 == ppedoloy]
OE30 FaD2 25 og/18/2001
uligelt) Fany 5 oai11 /2001
630 Fao7 5 o8/ 04/ 26001
uligelt) Fan? 5 gas18/2001
GE30 FaaT 5 a9/ 1626801
Oe30 Fao7 25 0z2/16/2002
uligelt) Fanr 5 Q3farieonz
OE30 FaO7 25 05/14/2002
uligelt) Fang 5 o1/18/2002
630 FATS 5 O7 /3042002
uligelt) Fagz 5 oase1 /2001
GE30 Fagz 5 G726/ 26801 —]
Oe30 FAFZ 25 06/ 23/2001
Q631 FAF4 5 0141942002
0634 FAFE 5 o9/o08/2001 —
Q634 FAFS 5 Ories/2o003 =
[f34 FAGHR 5 O7 /07 /26801 | #|
[l L [ [«[+]
14-65
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. HRBEN - Benefits Administration
Glossary of Headings

for
Employees Enrolled in
APERS Plan Who Aren’t Eligible Report

+  BUS AREA: The business area of the employee.

+  PERSNL AREA: The personnel area of the employee.
«  PERNR: The employee’s personnel number.

»  NAME: The employee’s name.

* ACTION: The Personnel Action that was processed on the employee. Listed
below are the Personnel Action codes that may be reflected on the report:

+ Z5 = Termination

* Z7 = Retirement

+ Z8 =DROP

+ Z0 = Terminate Concurrent Employment

* DATE: The Start date of the Personnel Action.

AASIS Support Center, DiAnnette Scott 14-66
July ‘04, Revised to V5.0
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Demonstration

- Deductions/Arrears Report
- Deductions Not Taken

Transaction Code: ZPYUSR0003

A
Ay

¢ . @
AASIS Support Center, DiAnnette Scott 14-67

July ‘04, Revised to V5.0

Note: The roles that have authorization to generate this report
are:

-CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist
«State/CLJ/Agency Payroll Systems Management
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Deduction/Arrears Report

ZPYUSRO00Z =]

SAP Easy Access w 1. Enter the Transaction code
EE|z82 2+ -] ZPYUSR0003 in the command field;
L Favories press Enter

= {3 5AP menu
b (1 office
I (3 Logistics
[» [ Accounting
>
B (1 Information Systems
1> (1 Special Transactions & Reports (State of Arkansas)
b (3 Tools

AASIS Support Center, DiAnnette Scott 14-68
July ‘04, Revised to V5.0
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Deduction/Arrears Report

] \1 J @@ DHE o000 238 @
Deduction/Arrears Report

Further selections
Perind

) Today ) Current month
) Up to today ) From today

@ Other period

Data Selection Period |
Person selection period Tao

Payroll period

Selection

2. Enter Pay Period
beginning and end dates

) Current year

Fersonnel number
Employment status o &
Cormpany Code
Payroll area

3. To check on a specific
employee or a range of
employees, enter the appropriate
personnel numbers.

Pers.arearsubarealcost cente
Employee groupisubaroup

Group By

@ Employae

) \Wage Type

[ | zPrusroooz b2 | sapetr | IMS
=

AASIS Support Center, DiAnnette Scott 14-69
July ‘04, Revised to V5.0
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Deduction/Arrears Report

HiCa@ SRE ODOS HE @0

Deduction/Arrears Report

e D

= Gearch helps = Sort order

() Current month
ooy ) Fram today

) Current year

® Other period
Data[Selection Period | [= To
Perspn selection period To

Selection
Fersonnkl number
Employrpent status o
Company Cods
Fayrall afea
Fers.arepisubarealcost cente

Lofelelelole]

Employep groupfsubgroup

Note: You may
click on Further
selections to run the
report using other
Selected field areas.

[ | ZPyUSR0003 P2 eapetr | INS
=

AASIS Support Center, DiAnnette Scott 14-70

July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Deduction/Arrears Report

Deduction/Arrears Report

© [T | )=(
Further selections | &  Gearchhelps | & Sorl order
Period
Today Current month ® Currentyear
Up to tocay Frarm tocay
Other on Fields
Dataf e o ection options | |_|3election fields | \‘
PER ElAcnnn type ElPers .
LFa | IRessenfor acton =l Note: Choose any Select field area by
- | _|customer-specific status | |com . . .
Ry (e s “F=r clicking to the left of the option. Then
BreOnn | |Personnel area < L} ot .
Employr | [Persannel subsres w Em| click on the choose arrow button.

Gompar | |Employee aroup
Payrall a |_|Emp\nvee subgroup
Pers.are| |Organization key
Employe | |Business area

| |Legal person

| pwvark contract
Graup By |:|Comrul\ing area

| [costeenter

 Em

(][ ][

!
—
||
L
Il
L
|
|
I
|
|

(][ ][

b
&

4. Click Enter

I | ZPYUSR0003 bel sapetr INS

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Deduction/Arrears Report

O EE @ E

8. Click to Execute

v
) Other period
Data Selection Period €] To
Persan selection period To

Payroll period

Selection

Personnel humber =

Employment status o 1

e e <«— 7. Enter Selection criteria
Payroll area

Pers arealsubarealcost cente

ololo

Employee group/subgroup

@ Employes ) Wage Type

I | zPvUSRO003 Pe sapetr INS
= g

AASIS Support Center, DiAnnette Scott 14-72
July ‘04, Revised to V5.0
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HRBEN — Benefits Administration
List Edit Goto em Help
] Bl He@@ CHE DL HE @m
Deduction/Arrears Report
9. Click to Print
Pay Period: 20 R State of Arkansas 1=
08/12/2004 - 09/25/2004 10. Click Back Employee il
Report: ZPYUSROOO3 1. Arkansas Bi-Weekly
Wage Type Remaining Bal imt Taken Not Taken hrrears Prio Arrs Retro
nooenzoy LA Besier
2700 Savings Bonds §100.00 10.080- o.0o 10.600 o.0o
Total for Employee BOOOOZ07 10.00- o.on 10.00 o.en
Total for Payroll Area 11 10.080- 0.0 10,00 0.0
| <1+ ]
AASIS Support Center, DiAnnette Scott 14-73
July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Demonstration

- Time Evaluation Message Display
Report

Time Evaluation > Time Evaluation Messages
(PT_ERLOO)

AN
Ay

6%
AASIS Support Center, DiAnnette Scott 14-74

July ‘04, Revised to V5.0

Human Resources > Time Management > Administration >

Note: The roles that have authorization to generate this report
are:

-CLJ/Agency Employee Benefits Management
-State/CLJ/Agency Employee Benefits Specialist
«State/CLJ/Agency Central Time Management
*CLJ/Agency Time Management Specialist
«State/CLJ/Agency Time Management Supervision

14-74
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Time Evaluation Message Display Report

& | 5_PHI_28000583

BldH I ©@E0 SHE BDan HE @M

1. Enter the Transaction code

PT_ERLOO in the command field; press
Enter

3 Favorites
= {3 5AP menu

b (1 Office

b (1 Logistics

B [ Accounting

v
B (L Information Systems
I> (1 Special Transactions & Reports (State of Ark
b (3 Tools

AASIS Support Center, DiAnnette Scott 14-75
July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Time Evaluation Message Display Report

ala D Cee DHB BhoD |

@ | @ 0

Time Evaluation Messages Dispiay
& [ )=(

Further selections | & Searchhelps | =

Sort order

I4]]

Period
O Today
) Upto today
@ Other period
Data Selection Period |
Person selection period

Payroll period

) Current manth
Fram today

O Current year

|
2. Enter desired date range

Selection
Personnel number
Employment status
Company Code
Payroll area
Pers.areafsubarealcost cente
Employee groupisubgroup

3. To check on a specific employee
or a range of employees, enter the
appropriate personnel numbers

Etrrar aftributes
Category of Message Type
MNurnber of Message Type
Message type
Listindicator
User text
PDC message number
Higtarical record flag
Time 0008800

to 600 0a

Layouts

ray
oo

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

_\
P
Ay

o

14-76



L g

An AASIS Training Guide
HRBEN - Benefits Administration

Time Evaluation Message Display Report

HI&@ & 8EE &S00 EE @ o

Time Evaluation Messages Display

@ Other period

Selection
Personngl number E
Employraent status E
Companly Code L=
Payrall afe: =
Pers.arepfsubareafcost cente =
Employd =

Error atiribjites

) Current month
oday ) From today

) Currentyear

Data|Selection Period | = To
Perspn selection perind Ta

o

e groupisubgroup

Note: You may
click on Further
selections to run the
report using other
Selected field areas.

EEERREEE

to 8e:00: 08

AASIS Support Center, DiAnnette Scott

July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Time Evaluation Message Display Report
SAP.

ICEQ DRE I DDHD|

Time Evaluation Messages Dispiay

Sort arder

Further selections S Search helps
Period
O Today O Current month
2 Up to taday ) Fram taday
® Other|

Selection options

© Cunentyear

Selection fields

Action tyne
E |_|Reason for action
Customer-gpecific status
Selection Special payment status

Fersonn|| |Persannel area

Employi Fersonnel subaraa

Compal _Emp\nvee groug
Payroll a : Employee subgroup
Pers.are|| |Oraanization key
Employe || |Business area
Legal person
ork contract
Controlling area
Cost center

Persan

Comp:
Fayrol|
Fers.al
Emplo

Note:

Choose any Select field area by

clicking to the left of the option. Then
click on the choose arrow button.

FDC message number
Higtarical record flag
Time

00:00: 80

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Time Evaluation Message Display Report
SAP.

G| 002020 alaBI¢@e DHE aDon BE @D S

Time Evaiual
8. Click Execute

) Gurrent month

O Current year

O Up to today ) Fram taday

@ Other period
Data Selection Period | @ To
Person selection period To

Fayroll periad

Selection
Fersonnel number

Employment status

E
E

COMPEREOE g <— 7. Enter Selection criteria
E
B

Payroll area

Fers.areaisubarealcost cente

Employee groupfsubgroup

Error attributes

Category of Message Type o E
Murmber of Message Type to E
Message tye to ﬁ
List indicatar ta =
User text o E
FDC message number to =
Historical record flag o E
Time 086008 to a0 a0 0o | =

AASIS Support Center, DiAnnette Scott 14-79
July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Time Evaluation Message Display Report

Time Evaiuvation Messages [

gtETTTTTT T

9. Click Details

Message type number |Mes§age long text Persannel number| Employeefapp.name | Day ID | Logical date
ZE E Total Weekly Hrs Less Than Plan 1 |Fred Srmith SA 0142452004 [=]
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith SA 0143142004 (=]
ZE EE Total Weekly Hrs Less Than Plan 1 |Fred Srmith SA 02i0792004 m
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith Sh 0214/2004
ZE EE Total Weekly Hrs Less Than Plan 1 |Fred Srmith SA 0292142004 =
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith Sh 02/28/2004
ZE EE Total Weekly Hrs Less Than Flan 1|Fred Smith SA 03/06/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith Sh 0311372004
ZE EE Total Weekly Hrs Less Than Flan 1|Fred Smith S 03/20/2004
ZF ’E Total Pay Cycle Hrs = Plan Hrs 1|Fred Smith Sh 03/27/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski S 0140372004
ZE EE Total Weekly Hrs Less Than FPlan 3 WWanda Ziemski SA 0141042004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski SA 011712004
ZE EE Total Weekly Hrs Less Than FPlan 3 WWanda Ziemski SA 0142452004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski SA 0143142004
ZE ETD(ElWEEle Hrs Less Than Plan 3 WWanda Ziemski SA 02i0792004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski SA 021 452004
ZE EE Total Weekly Hrs Less Than Plan 3 WWanda Ziemski SA 0292142004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3 Wianda Ziemski Sh 02/28/2004
ZE EE Total Weekly Hrs Less Than Plan 3 WWanda Ziemski SA 03/06/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3 Wianda Ziemski Sh 0311372004
ZE EE Total Weekly Hrs Less Than Flan 3|wanda Ziemski S 03/2012004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3 Wianda Ziemski Sh 03/27/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 4|Robin Smith S 0140372004
ZE ,ETUIElWEEkW Hrs Legs Than Plan 4 |Rokin Smith Sh 01/10/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 4|Robin Smith S 0141742004
ZE EE Total Weekly Hrs Less Than FPlan 4 |Rokin Smith SA 0142452004
ZF EE Total Pay Cycle Hrs < Plan Hrs 4|Robin Smith SA 0143142004
ZE EE Total Weekly Hrs Less Than FPlan 4 |Rokin Smith SA 02/0742004
F Total Pay Cvcle Hrs = Plan Hr: 4| Raobin Smith 0211412004
[ 47
14-80

AASIS Support Center, DiAnnette Scott

July ‘04, Revised to V5.0
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HRBEN — Benefits Administration

Time Evaluation Message Display Report

List Edit

Time Evaluation Messages Dispiay

&% ¥ G| E R T Eas |
Message type number [Message long text [ Personnel number| Emplfapplname  |Day 1D Lagical date
ZE Frad Smith 5A 1202742003
ZF Fred Smith SA 0110312004 -
7E Group description Cell Content Fred Smith A 0171012004 =
ZF 513 TR EF Fred Smith SA 0111712004 [
-E Messane long text EE Total Pay Cycle Hrs .. Frad Smith A T1i3472008
zF Fersannel number ! Fred Smith 5A 0113112004 il
ZE Marne of emplovee or applicant Fred Smith Fred Smith ETY 0210712004
ZF 2aviE) SA Fred Smith SA 0211412004
ZE Ceoicsl et 17232003 Fred Smith SA 0212112004
ZF Listindicatar 1
Company Code ARK = - =

= Eererelires R Note: Review information
ZE S G2 (1 ’ Fred Smith BA 0312012004
7F Empl0yeolsulnIouy L0 Fred Smith BA 0312742004
E Qrganizational key FAQ040000383201 Wanda ZiamaK ETY 0BIZ312003
zF Eusnesslied 9510 Wanda Ziemskl  |SA 0813012003
ZE Fersonnel sunarea oAL2 Wanda Ziemski  |SA D9/0BI2003
zF ravillares il Wanda Ziemskl  |SA 091312003
7E porHIEoniTHCY o Wanda Ziemskl  |SA 0912012003
E3 cost Center 383201 Wanda Ziemski  |SA 0912712003
7E * [ .|| [Wanda Ziemski |54 010412003
7F . R BA 1001112003
= v & 10. Click Continue [[z=[ioeems
zF B TUTT Py SO IS = P T 5A 1012602003
ZE EE Total Waekly Hrs Less Than Flan 3|wanda Ziemski |8, 1110112003
ZF EE Total Pay Cycle Hrs = Plan Hrs 3 Wanda Ziemski 84 1140842003
ZE EE Total Wweekly Hrg Less Than Plan 3 Wanda Ziemski SA 111152003
7F EE Total Pay Cycle Hrs = Flan Hrs 3 |Wanda Ziemski  |SA. 112212003 I
ZE EE Total Waekly Hrs Less Than Flan 3|wanda Ziemski |8, 1112812003 [=]

P EE Total Pay Cvele Hrs < Plan Hr: Vanda Ziemskl 121061200 [~]
[ J7

AASIS Support Center, DiAnnette Scott 14-81
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HRBEN — Benefits Administration

Time Evaluation Message Display Report

Time Evaivation Messages Display

aawE &l

11. Click Back

Message type number |Mes§age Io | number| Employeesapp.name  |Day ID | Logical date
ZE E Total Weekly Hrs Less Than Plan 1 |Fred Srmith SA 0142452004 [=]
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith SA 0143142004 (=]
ZE EE Total Weekly Hrs Less Than Plan 1 |Fred Srmith SA 02i0792004 m
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith Sh 0214/2004
ZE EE Total Weekly Hrs Less Than Plan 1 |Fred Srmith SA 0292142004 =
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith Sh 02/28/2004
ZE EE Total Weekly Hrs Less Than Flan 1|Fred Smith SA 03/06/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 1|Fred Smith Sh 0311372004
ZE EE Total Weekly Hrs Less Than Flan 1|Fred Smith S 03/20/2004
ZF ’E Total Pay Cycle Hrs = Plan Hrs 1|Fred Smith Sh 03/27/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski S 0140372004
ZE EE Total Weekly Hrs Less Than FPlan 3 WWanda Ziemski SA 0141042004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski SA 011712004
ZE EE Total Weekly Hrs Less Than FPlan 3 WWanda Ziemski SA 0142452004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski SA 0143142004
ZE ETD(ElWEEle Hrs Less Than Plan 3 WWanda Ziemski SA 02i0792004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3|wwanda Ziemski SA 021 452004
ZE EE Total Weekly Hrs Less Than Plan 3 WWanda Ziemski SA 0292142004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3 Wianda Ziemski Sh 02/28/2004
ZE EE Total Weekly Hrs Less Than Plan 3 WWanda Ziemski SA 03/06/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3 Wianda Ziemski Sh 0311372004
ZE EE Total Weekly Hrs Less Than Flan 3|wanda Ziemski S 03/2012004
ZF EE Total Pay Cycle Hrs < Plan Hrs 3 Wianda Ziemski Sh 03/27/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 4|Robin Smith S 0140372004
ZE ,ETUIElWEEkW Hrs Legs Than Plan 4 |Rokin Smith Sh 01/10/2004
ZF EE Total Pay Cycle Hrs < Plan Hrs 4|Robin Smith S 0141742004
ZE EE Total Weekly Hrs Less Than FPlan 4 |Rokin Smith SA 0142452004
ZF EE Total Pay Cycle Hrs < Plan Hrs 4|Robin Smith SA 0143142004
ZE EE Total Weekly Hrs Less Than FPlan 4 |Rokin Smith SA 02/0742004
F Total Pay Cvcle Hrs = Plan Hr: 4| Raobin Smith 0211412004
[ 47
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HRBEN — Benefits Administration

Demonstration

Headcount Changes Report

Human Resources > Personnel Management >
Administration > Info System > Reports >
Organizational Entity >Headcount Changes

(S_L9C_94000095)

A
A

Note: The roles that have authorization to generate this report
are:

AASIS Support Center, DiAnnette Scott 14-83

July ‘04, Revised to V5.0

-State/CLJ/Agency Personnel Management
«State/CLJ/Agency Personnel Administration
-State/CLJ/Agency Employee Benefits Specialist
*CLJ/Agency Employee Benefits Management
*State Benefits Plan Management (EBD)
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Headcount Changes Report

G [stcsomss @l dH C@e SHE DDLD BE @
SAP Easy AccSg AASIS MENU

(1 Faworites
2 {3 BAP menu
b (0 ofice
b (1 Logistics
[ [ Accounting
< = Human Resaurces
22 PPMDT - Manager's Deskiop
= Personnel Management
= {3 Administration
B 1 HR Master Data
= 3 Info Systerm
< {4 Reports
I [ Employee
= {3 Organizational Entity
2 5_L9C_84000085 - Headcount Chang e <
) S_AHR_61016373 - Headtount Development
) 5_AHR_B1015374 - Nationalities
2 S_AHR_B1016376 - Salary According to Seniarity
{2 S_AHR_G1016378 - Assignment to Wage Level
B (1 Age/Gender
> (3 Dacuments
3 Administration US
> [ Administration Canada
B [ Adminiztration Taiwan
[ Administration Japan
"3 Administration Malaysia
[ 1 Administration Brazil
[> [ Administration Public Sector France
B Administration Public Sectar Great Britain
B Administration Public Sectar Belgium
2 S_PHO_48000510 - Ad Hoc Quary
b (1 Toals

P ot

1. Follow the menu path or enter
S_L9C_94000095 in the command
field; press Enter

AASIS Support Center, DiAnnette Scott 14-84
July ‘04, Revised to V5.0
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Headcount Changes Report

Get shitFs | @

shifi+Fg | Delete
3 Save as Variant Cirl+5 ‘

= Org. structure

o Current year

2. Click on

Goto>Variants>Get. B ™
[

Selection
Fersonnel number
Ermployment status
Fersonnel area
Personnel subarea
Employae group
Employee subgroup

Prograrm selections
Action Type o
Date of action to

| utput farmat

@ SAP ListViewer

[ J

AASIS Support Center, DiAnnette Scott 14-85
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Note: To run this report for a specific action type, skip steps 2
thru 6.

(For example, the DROP action is not one of the variant
options. Therefore, you would not use steps 2 thru 6.)

Selecting a specific action type is reflected later in this
demonstration.
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B e SHEE B DO EE @
Headcount changes

= Qrg. structure

O Today () Current month
O Up to today ) Fram today
@ Other period

Data Selection Feriod To

) Current year

Person selection period

Selection

Fersonn

arian |
[PEEOI, \énwu;mgm 3- Delete ‘created by,
Employe raate .
Easlort] eroreed e name from the field.

Changed by
Original language

Date of action

| utput farmat
® SAP List Viewer =

AASIS Support Center, DiAnnette Scott 14-86
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Headcount changes

Further selections o Search helps
Period
O Today © Gurrent month
O Up to today ) From today
@ Other period
Data Selection Period

Person selection period

ISR E 8080 IEE @

S Org. structure

O Currentyear

Wariant catalog for program AQZZISAPQUERYIHZETAFF_CHANGESZ

Prograrm selections
Action Type kg
Date of action

Selection Variant name Short descﬂ)tn Emwmnmenﬁf—‘ml
R GG 0710ACTIONS01 |headcount changes in Pul.... | A
S —— AETN CHANGES | AETM Changes B B

AGEMNCY RETIREE |Retirees Other Period A ¢

Personnel area AGENCY TERMS |Terminations Other Period |A
[Pefemii e ALLACTIONS | ALL HEADCOUNT AGTIONS |A
Employee group ARSCLIPRPT  |Quarterly CLIP Report Variant A =
Employse subgroup CG HEADCOUNT [headcount changes 2 [+
Business area o] Dl

6. Click Choose

to E
to E

HRBEN - Benefits Administration

Headcount Changes Report

5. Select a variant

| Cutput format
@ SAP List Viewer

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Headcount Changes Report

Headcount changes

) Today ) Current month
) Up to today ) From today

® Other period

Data Selection Period = Ta
Person selaction period

O Current year

Selection
Persannel number

Ernployment status [} ﬁ
Persannel area E
Fersonnel subarea =

Employee group
Employee subgroun
Business area

Note: Automatic default
variant code for
Program selections Action Type (Retirement)
Action Type 7 Ty o
Date of action ta ‘j

| Output farmat ‘

®)3AP List Viewer k=

AASIS Support Center, DiAnnette Scott 14-88
July ‘04, Revised to V5.0
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Program  Edit Goto  System  Help

& e [HE D0 HE @m
Headcount changes
@[5 )2 —_—
) Fu:harsalectiuns [ searchhelps = oust| 7. Select Other period, and

crind_4

OTodhy © Gurrent manth O Gurentyear enter date ranges as

) Up b today ) From taday .

u-och ;p:;:z:mnpenm @ ™ 4_ weekly, blweekly, monthly,

Papsan selection period To etc-

Selecti

Persofinel number
Emplgyment status ]

8. Select criteria for

Pm y'“ “— the search.

i 9. In the Event date field,
Note: You may o enter the date ranges as
click on Further reflected in the ‘Other
Selections to run period’ field (step 7).
the report using
other selected field
areas. =¥

AASIS Support Center, DiAnnette Scott 14-89
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Note: Itis necessary to limit your search by personnel area,
business area, etc... Otherwise, your search will run on all
participating AASIS agencies.
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Gl = aeHIe@eISHE I DDL0IEHE @

Headcount changes

S Search helps

0 Today D Current maonth
1 Up to today (1 Frorn toda
® Other perind

= Org. structure

D Current year

il EElzeion Selection options Selection fiel
Person selection || |action tyne [2] Persannel nui .
Customercpaciicstas | ewomenid NOt€: Choose any Select field area by
Selection Special payment status nel arg . . .

ity | [ oo clicking the box to the left of the option
Employment status Crganization key Employee grof .
Perscmne sres | Lol person =omeecf theN click on the Choose arrow button.
Personnel subarea Payroll area Business are
Ernployae group ork contract

Controlling area
Cost center
Crganizational unit

Employee subgroup
Business area

Position
Frogram selections ob [<] [2]
Action Tvpe Supervisar area El El
Date af actian
Oulput format
@ SAP List Viewer @ IEI
T
| |
10. Click
Enter
4d
AASIS Support Center, DiAnnette Scott 14-90
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Headcount Changes Report

i e e e I R e e NG/

- rent manth ) Current year
12. Click Execute |
TSTOTET PEOT
Data Selection Period = Ta

Person selection period

Selection

Persannel number

Employment status [t
Persannel area

Fersonnel subarea

Employee group

Employee subgroup

Lol ool olole]

Business area

Program selections

11. Enter information for the
chosen Selection options

@) SAP List iewer

Action Type I 0 =
Date of action ta | =]
| Output farmat

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0
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Heln
@@ QHE DT en FAF @

List Edit e

Gota

Headcount changes Note: After the report has
] .
S| 2w & 1 F@Tl B SN pheen generated, click here
Headcount change to print the report.
Personnel No |First name|Lajt name |Enty |act [Name oraction il i Parea | Personnel Area Text
00000485 |Abhie Abflsy  [12/08/2003|Z5 | Termination |1 20812003 | 21704581(627017 [100% Faderally Funded STWIDE HL83 |Howard County [+]
- - —— - - 609627017 [IHS Home Health STWIDE PHF HL98 |Department of Health |[~]
- H 698 627017 |Clinical Microbiology Lab-S8hared Sves  |HL34 | Department of Health
NOte' You can CIICK the spreadSheet B72/627017 [Immunology Lab-Shared Svcs HL34 Department of Health
icon to transport to Excel. B0B|A27017 |IHS Hospice STWIDE PHP HL9& |Department of Health
272|627017 |Family Planning 51 HLA1 |Garland County
DDDDDEDRlAndV Apple 12/08i2003| 74 [Termination 12082003 21704571 /627017 |General Sanitation 02 HLOZ | Clark County
00000504 [Bok Barker 12/08i2003|Z5 | Termination 12/08/2003 | 21705286 627017 [Immunizations STWIDE PHP HL34 |Department of Health
DUDUDSDS'T Barker 12/08/2003|Z5 |Termination 12/09/2003 | 21704807 |627017 (Home Health 30 HL20 |Desha County
00000506 [Bamey Barns 12/08/2003|Z5 | Termination 12/09/2003 | 21704687 627017 |Financial Management-Shared Sves HL&7 |Department of Health
00000607 |BeckySue Bason 12/08i2003 |76 | Termination 12/08/2003 | 21704664 627017 |Muclear Flanning & Response-Shared . [HL34 |Department of Health
00000508 |Betsy Beavers 12/08i2003|Z5 | Termination 12/08/2003 |21704852|627017 |Hospice 61 HLE1 |Wan Buren County
00000509 (Benjamin |Beavers  |12/08/2003|Z5 |Termination 12/09/2003 | 21704853 627017 |100% Federally Funded STWIDE HL14 [Monroe County
00000510 |Bobbie Blake 12/08i2003 |75 | Termination 12/08i2003 | 21704481|627017 |Personal Care S Ham HL16 Ouachita County
00000511 |Brittany Blake 12/08i2003|Z5 | Termination 12/08/2003 | 21704927 627017 [Immunizations 24 HL23 |Yell County
00000512 |Bok Boone 12/08i2003|Z5 | Termination 12/09/2003 | 21705014 627017 [100% Federally Funded STWIDE HLT1 |Searcy County
00000513 [Betty Bricks 12/08/2003|Z5 | Termination 12/09/2003 | 21704685 627017 |Food Chermnistry Lab-Shared Sves HL34 |Department of Health
000006174 |Bubba Brown 12/08i2003 |76 | Termination 12/08/2003 | 21704604 627017 |IHS Shared Admin STWIDE PHP HLA98 | Department of Health
00000515 | Bria Blake 12/08/2003 |75 |Termination 12/08/2003 | 21704627 |627017 [100% Federally Funded STWIDE HLA8 |Department af Health
00000516|Cameran | Cains 12/08i2003|Z5 | Termination 12/09/2003 | 21705173|627017 [100% Federally Funded STWIDE HLBS |Crittenden County
00000517 |Cal Callaway |12/08/2003|Z5 |Termination 12/08/2003 |21705210/627017 |Flumhbing CE General HLA1 | Garland County
00000518 | Candy Cane 12/08/2003|Z5 | Termination 12/08/2003 | 21705014 627017 [100% Federally Funded STWIDE HL46 |Boone County
00000519 |Crystal Canes 12/08i2003|Z5 | Termination 12/09/2003 | 21705148|627017 |General Sanitation 03 HLO3 |Sharp County
00000522 | Catlyn Connor 12/08/2003|Z5 |Termination 12/09/2003 | 21705119 (627017 (Home Health 42 HL48 |Cleburne County
00000623 |Colleen Cashmere |12/08/2003 |75 |Termination 12/08/2003 | 21704853|627017 |100% Federally Funded STWIDE HLA4 |Jefferson Caunty L
00000524 | Charlie Chann 12082003 |25 |Termination 12/08/2003 | 21705281|627017 |Administration CE Lit HLGS Pulaski Co.- Area 08 Of[«]
00000525 | Cindy Childs 12/08/2003|Z5 | Termination 12/09/2003 | 21704658 627017 [Payroll-Shared Sves HLE7 |Department of Health |||
<0l I ]
\ J7
AASIS Support Center, DiAnnette Scott 14-92
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Note: The ‘Entry’ column reflects the date the employee was
entered in the system. The ‘From’ column reflects the date the
employee entered in DROP.
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